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Demonstration

• Create Benefit Enrollment – Transfer to Full Time

Human Resources > Personnel Management > 
Administration > HR Master Data > Maintain 
(PA30/HRBEN0001)
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Create Benefit Enrollment – Transfer to Full Time

1.  Follow menu path or 
enter PA30 in the command 
field; press enter
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Create Benefit Enrollment – Transfer to Full Time

2. Click on icon and 
choose Benefits
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John M. Public
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Create Benefit Enrollment – Transfer to Full Time

3. Highlight Adjustment 
Reasons

4. Click to create
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Create Benefit Enrollment – Transfer to Full Time

6. Click on icon and 
choose Transfer to Full 
Time

5. Enter effective 
date of coverage

999-92-9988
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Create Benefit Enrollment – Transfer to Full Time

7. Click 
to enter

999-92-9988
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Create Benefit Enrollment – Transfer to Full Time

8. Click on Yes

999-92-9988
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Create Benefit Enrollment – Transfer to Full Time

9. Click to save
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Create Benefit Enrollment – Transfer to Full Time

10. Click “Yes”

999-92-9988
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Create Benefit Enrollment – Transfer to Full Time

11. Double-click on 
Transfer to Full Time

99999           John M.  Public     
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Create Benefit Enrollment – Transfer to Full Time

12. Double-
click on 
appropriate 
Benefit plan

99999           John M.  Public     

John M.  Public     
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Create Benefit Enrollment – Transfer to Full Time

13. Click to Accept

99999           John M.  Public     
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Create Benefit Enrollment – Transfer to Full Time

14. Click to enroll

John M.  Public     
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Create Benefit Enrollment – Transfer to Full Time

15. Click to enroll
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John M.  Public     



AASIS Support Center, Diane Hill
May, 2004, V3.1

An AASIS Training Guide HRBEN – Benefits Administration

Create Benefit Enrollment – Transfer to Full Time

16. Select print confirmation
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